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Logging into MEGS

Use the Login and Password obtained from 
the MEIS Registration Process to login.

Remember:  the MEIS password is case 
sensitive.

If you receive an error message that you have 
a valid MEIS account, but are not authorized in 
MEGS, contact your Authorized Official.

Need to reset your
password?  
Call the MDE 
Helpdesk:

(517) 335-0505

www.michigan.gov/meis
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MEGS Authorization 
Structure

Level 5 - Authorized Officials
Manage MEGS accounts for district/agency 
and add users to MEGS.
Initiate, submit, amend and delete 
applications, amendments, and/or reports
Access to all district/agency applications.

Level 4 - Application Administrators
Responsible for managing the application 
(GSRP Competitive).
Initiate assigned applications & start 
modifications or amendments.
Assign other users to participate in the grant 
writing or review process.
Notify Authorized Officials to submit 
applications, modifications and  amendments
Submit reports.
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Initiating an Application

Main Menu
• Apply for FY 2008-2009 GSRP 

Competitive Grant(s).

Select GSRP Competitive (FY –
2009) from the drop down list 
and click Apply For A New 
Grant.

Click Apply.

Only level 4s or 5s can 
initiate applications.
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Designate the 
Appropriate Application

This form is used to 
designate the appropriate 
application.
All continuing applicants will 
mark that application.  Only 
pages for the Continuation 
Application will be available.
This application is due no 
later than August 25, 2008.
You will be asked to update 
information that changes.
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GSRP Competitive Walk 
Through

Application Menu

Header Details

Grant Information

Management Activities

General Information

Budget Pages

Program Information
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Avoid the Back and 
Forward Buttons

Using the browser’s Back and Forward buttons to 
go to a page is not the same as clicking a link to 
go to exactly the same page.  The Back button 
will simply load the cached (or saved) version of 
the page that exists on the local hard drive as it 
was the last time the page was accessed. By 
using the Back button, the user is not getting the 
latest information from the website, but rather an 
“older” saved version of the page.  Avoid the Back
and Forward buttons in order to always see the 
latest information. 
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Header Details

Main Menu – Returns the user to the page with all applications initiated by
the user’s agency.
Application Menu – Returns the user to the “home page” for the 
application.  A feature built into this link is a JavaScript menu that allows 
quick access to other parts of the application.  This menu has links to 
budget pages and program information.
Help – Takes the user to specific help information for each page.  This 
feature is the first source of assistance for questions or problems that 
users might encounter.
Errors – Tracks the progress of the application and alerts the user when
any critical part is not completed.  All errors must be addressed in order to 
submit the application.
Report Menu – Takes the user to the Reporting Function for this 
application.  Currently there are no reports available in MEGS for the 
GSRP Competitive application.
View Comments – Takes the user to comments from MDE consultant.  
Can also make comments in return. 
Logout – Logs the user out of MEGS.
Application and User Information – Indicates the application that is 
currently being worked on, the applicant agency, the application number, 
and the current user’s name. 

Help

Main Menu
Application 
Menu

Errors
Logout

Application and User 
Information

Report Menu
View Comments
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Assurances and 
Certifications
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MANAGEMENT ACTIVITIES
Control Access to This Application Edit/Remove 
Users From Application

Use the “Edit/Remove Users From This 
Application” table at the top of the page.

Identify users to delete or to temporarily 
limit their access.

To edit the user’s access, make the 
appropriate changes and click Save.

To remove the user, click the box in the 
“Mark Remove” column to the left of the 
user’s name and click Save.

The removed user will no longer have 
access to the application unless the user 
is given access again.

Assigned contacts are displayed on this page.
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GENERAL INFORMATION
Grant Contact and Fiscal Agent 
Information

To Assign or Change the Main Contact:
• Go to the Control Access link to make the 
assignment.
• When the assignment is saved, the user will be 
displayed on the Grant Contact and Fiscal Agent 
Information page. 

Fiscal Agent’s Information:

• Fiscal Agent Information comes 
from the School Code 
Master(SCM).

• MEGS gets latest updates from 
the SCM.
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MANAGEMENT 
ACTIVITIES
View a PDF of the Application

Generating PDF’s
of the Application

Once data is saved, 
the  individual pages can 
be printed in PDF format.

The entire GSRP 
Competitive Application 
is generated  overnight 
and can be saved as a 
PDF file on the desktop.
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MANAGEMENT 
ACTIVITIES
View a  Blank PDF

You can print a 
copy of the 
blank form.
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BUDGET PAGES
Budget Navigation

The yellow tinted 
button denotes the 
page that the user is 
currently on

The blue tinted buttons 
denote pages that are 
available to navigate to

The View PDF button will 
generate a PDF for the 
current grant source

Clicking these buttons will take 
the user to the corresponding 
page

The quick links are 
available on the dark blue 
button bar

Budget Tabs and Quick Links
These features allow for easy navigation between the 
budget pages:

• The tabs are color-coded for easy recognition.
• The yellow tinted tab signifies the current page. 
• The View PDF tab will display a PDF of the current 
budget page.

Quick links are located beneath the budget tabs and take 
the user to pages where multiple budget items can be 
added.
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Budget Summary

The 2008 budget 
will 
automatically 
drop in.

Only the function 
codes listed are 
allowed for GSRP 
Competitive.

The budget totals 
are displayed with 
function codes 
along the left side 
and object codes 
across the top.  

•Budget totals are 
changed 
automatically when 
new budget items are 
added to the grant.

• Enter contact 
Information.

Budget Pages
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BUDGET PAGES 
Add/Edit/Delete Budget Item

Add a Budget Item:
Click the Add Budget 
Item tab.
Read directions on 
page.
Select function code. 
Provide a description 
of the budget item.
Enter amount(s) in 
the box(s) beneath 
the appropriate 
Object Code(s).
Local Agency Share 
requires a separate 
entry.

Edit a Budget Item:
• Use Edit Budget Detail 
link or
• Access from Budget 
Detail

Delete Budget Item:
• Use Delete Budget 
Detail link
• Delete from Update 
Item page
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BUDGET PAGES
Budget Detail

Budget Detail 
page is an in-depth 
look at all budget 
items. 

Includes Local 
Agency Share.

Each budget  item 
is listed by function 
code with the 
description.

As items are 
entered into the 
system, this 
page is 
automatically 
updated and 
displays the 
totals.

Item description 
is a link to the 
page where the 
entry can be 
edited.
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Submission of the GSRP Competitive Grant
Errors

MEGS performs a check for technical errors and will 
present the information on this page.

Run the error checking until the screen indicates:

No errors have been detected in this application.
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Submission of the GSRP Competitive Grant
Submission

To Submit an Application:

Notify Authorized Official 
(AO), Level 5. 

AO clicks the Submit 
Application button. 

Conditions page will be 
displayed. 

After reading and agreeing 
with the conditions, click the I 
Agree button. 

MEGS will display a 
confirmation page.

MEGS will notify the 
identified administrator and 
the application Main Contact 
by email the application has 
been received by MDE.
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Application Status 
Levels

Status levels are 
used to track 
applications within 
MEGS and are 
applied at every 
step of the 
process.

There are two 
distinct status 
categories: 
Applicant and 
Consultant.

Applicant status 
levels that are “in 
progress” allow 
the user full 
access to the 
application.  
Submission will 
“lock” the 
application to 
further changes.

Consultant status 
levels are used to 
show the level of 
review or to return 
the application 
(e.g. 
Modifications 
Required) to the 
user.
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Applicant Set Status 
Levels
Application In Progress
Application Submitted
Modifications In Progress
Modifications Submitted
Amendment In Progress
Amendment Submitted
Report In Progress
Report Submitted

Consultant Set Status 
Levels
Review In Progress
Modifications Required
Program Office Review 
Complete
Grant Funds Available

Application Status Levels
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Viewing Comments

To View General 
Comments:

•Click the View 
Comments link in 
the header of the 
page.  

•A separate pop-up 
window opens and 
displays the 
comments for that 
page.
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Modifications Process

Modifications Required: 
The Modify Application button will be 
lit-up.

Levels 4 and 5 can click Modify 
Application to begin revising the 
application, which changes the status to 
Modifications in Progress.  

Once the status is Modifications in 
Progress, additional changes are made 
by clicking the View/Edit button.

Changes made to the application are 
shown by clicking the Modifications 
Summary link on the Application Menu.

Level 5s can submit the modified 
application by clicking the Submit 
Modifications button on the Application 
Menu.
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Resources

Judy Levine  517-373-8664
levinejd@michigan.gov

Gary Schafer 517-335-2875
schafergl@michigan.gov

Patti Higinbotham 517-241-4294
higinbothamp@michigan.gov
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“The prime purpose of being 
four is to enjoy being four - of 
secondary importance is to 

prepare for being five.”
~Jim Trelease, The Read-Aloud 

Handbook, 1985


